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Call your Case Manager and ask them to send you a *secure* email. The email will look like the one
below. If you double click and the html file opens, please skip to #3 in the instructions.
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THE SECURE EMAIL YOU RECEIVE

If the HTML file does not open when you double click, you will have to download (save) the file before
you can open it. Once it downloads, you should be able to click on it to open. The message page may

look different depending on the email account and browser you are using. The example below is
opening Gmail in Google Chrome on a desktop computer.
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3. You will be asked how you want to open the email. Choose “Use a one-time Passcode”.

Encrypted message

From

:@doh.hawaii.gov

To
@live.com

To view the message, sign in with a Microsoft account, your work or school account, or use a one-time
passcode.
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B Message encryption by Microsoft Office 365

4. Browser window will now ask for a one-time passcode.

We sent a one-time passcode to |@live.com.

Please check your email, enter the one-time passcode and click continue.

One-time passcode |

(] Thisis a private computer. Keep me signed in for 12 hours.

/_‘\I .
\'_’/' Continue

Didn't receive the one-time passcode? Check your spam folder or get another one-time
passcode.




5. Check your email for the one-time passcode.

Search jo)

Q
l? I‘I

mm Microsoft Office 365 Message | =i [i] [0
Your one-time passcode to view 09:43 AM
Here is your one-time passcode |

° [T — o
This is a test *secure* 08:11 AM

You've received an encrypted me

Your one-time passcode to view the message

S Reply € Replyall

mm  Microsoft Office 365 Message Encryption <MicrosoftOffice365@messaging.microsoft.com>
=

To:

09:43 AM

@live.com

6. Enter the one-time passcode.

We sent a one-time passcode to

'l'“/.

Here is your one-time passcode

60257394

To view your message, enter the code in the web page where you
requested it.

NOTE: This one-time passcode expires 15 minutes after it was requested.

Don't want to use one-time passcode every time you get a protected
message? Use your email address to create a Microsoft account

This message is automatically generated. Please don't reply to it

@live.com.

Please check your email, enter the one-time passcode and click continue.
The one-time passcode will expire in 15 minutes.

One-time passcode (60257394

l

SRUEE private computer. Keep me signed In for 12 hours.

Didn't receive the one-time passcode? Check your spam folder or get another one-time

passcode.
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7. Your email will open in the browser window. Click on “Reply” to reply to this email.

Encrypted Message @live.cor Sign Out

This is a test *secure*
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this in an encryption test from 0365 s

THEE EMAIL WILL OPEN (N THEE BROWSER. CLICK ON REPLY
Thank You, TO SECURELY REPLY TO THIS EMAIL.

State of Hawsi, Dept of Heslth
Deveiopmantal Disabiities Division
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8. Type your message and attach the document.

Encrypted Message

i Send 0 Attach Discard e«

t@doh.hawaii.gov> X

Cc o @live.com %

Re: This is a test *secure®

From: @doh.hawaii.gov>
Sent: Monday, March 30, 2020 8:11:23 AM
To: M. il @live.com>

Subject: This is a test *secure*

this in an encryption test from 0365

CUCKON 'A'I'l'lﬂ-nll'gb ATTACH YOUR

Thank You,

t
State of Hawaii, Dept of Health
Developmental Disabilities Division
Email: @doh.hawail.gov

CONFIDENTIALITY NOTICE: This e-mail message, including any attachments, is for the sole use of the intended recipient(s) and may contain confidential and privileged information. Any unauthorized review, use, disclosure, or distribution s prohibited. If you are not the inten
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9. Browse for the document you want to attach and click on “Open”

€ open
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10. Click on “Send” to send the encrypted email.

Encrypted Message
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To o @doh.hawaiigov> X

Ce ° i |@live.com X

Re: This is a test *secure*

: heartjpg < & “ .'“‘.A"m u
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We are attaching a document to this email.

Thank you,

From: @doh.hawaii.gov>
Sent: Monday, March 30, 2020 8:11:23 AM

To: .@live.com>
Subject: This is a test *secure* mm mw Aﬂm “
this in an encryption test from 0365
MESSAGE, GLICK ON "SEND” TO EMAIL

Thank You,

State of Hawaii, Dept of Health
Developmental Disabilities Division

Email: _______@doh hawail.gov

CONFIDENTIALITY NOTICE: This e-mail message, ing any attachments, s for the sole use of the intended recipient(s) and g tain confidential and privileged information. Any unauthorized review, use, disclosure, or distribution is prohibit
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B Message Encryption by Microsoft Office 365




